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DUDLEY KNOX UBRARV 
NAVAL POSTGRADUATE.SCHOOL 
MONT£REY tA 93943-5101 
WELCOME BY THE SUPERINTENDENT 
Welcome to the Naval Poetgraduat-e School! Thie Faculty Orientation Manual has been 
writt.en to be of assistance to you as you join this unique school. 
Graduate education in the United States Navy has had a long tradition and we view it as 
being of extraordinary importance. It is a foundation of our N avy'e future and has immense 
bearing on the Nation's security. Our purpose for being is the education of the officers as· 
signed to study here. I want us to be a part of making this a great school. I thh1k the school's 
greatness is measured by an exciting student body, and an excited fac:ulty that serves a high 
purpose with a certain vision of tomorrow. I believe you'll find the officers assigned to study 
here exciting students. I want to provide you with all that is necessary to be excited about your 
teaching and with your ability to stand at the frontier of knowledge in your own area of ex· 
pertise. The high purpose we serve is fundamental to the preservation of the highest qualities 
of bur country and peace and stability of our citizenry. 
As within any institution over years it has developed rules, methods and procedures that it 
feels will serve and organize itself in some sense of cooperative effort. Additionally, each 
institution develops its own language in terms of acronyms, labels and locations. This man· 
ual is dedicat.ed to giving you an insight on these matters as a point of quick reference. Its 
purpose is to allow you to quickly orient yourself to the Naval Postgraduat.e School. Your over· 
all participation and contribution to the school will be ongoing and we look forward to d~ 
veloping your understanding of the United States Navy, the officers you will be teaching and 
your pursuit of knowledge such that academic excellence is achieved and great understand· 
ing and insight is developed. 
Welcome aboard and my best wishes for every success as you contribute t.o the future of the 
Naval Postgraduate School and the United States Navy . 
i 
FOREWORD 
This manual is intended to be an informal and useful guidefornewfacultyoftheNavalPost-
graduate School. Every higher education ililstitution has its own character and we hope this 
document provides a useful initial understanding of the character of NPS. It also addresses · 
the context in which NPS operates as an activity of the Department of the Navy, campus 
structure and procedures, and services available to the faculty. Let me provide a little history 
and background. 
At the tum of the Century, the Navy was gaining an appreciation of some of the technical 
problems associated with steam propulsion, ordnance, wireless communication and other 
"new" technology in war ships. Two decisions were made. The first was that henceforth the 
Navy would need a cadre of officers with a graduate level education in selected fields pertain-
ing to Na val operations. The second decision was to establish its own graduate school. The 
Postgraduate Department of the Na val Academy was established in Annapolis in 1909 witli a 
class of ten officers in the program in marine engineering. Over time, curricula in ordnance 
engineering, communications, electrical engineering, aeronautical engineering and others 
were added as the Navy embraced new technologies. 
Just after World War II the Congress, in Public Law 80-303 ofl94 7, established the Postgrad-
uate School as a separate activity. It had outgrown the Academy campus and a new home was 
sought. The Navy had leased the Del Monte Hotel property in Monterey during World War II 
for other activities and subsequently had purchased the property. Ultimately Monterey was 
selected as the new home for the Postgraduate School and the move from Annapolis was 
accomplished between 1950 and 1952. The basic structures of the academic quadrangle (King, 
Spanagel, Root, Bullard, and Halligan Halls) were completed in 1954. Ingersoll Hall was 
completed in 1968 and the Library in 1972. 
With the last of the baccalaureate degree seeking students graduating in June 1975, NPS 
became solely a graduate institution offering programs leading to M.A., M.S., Engineer, 
Ph.D. and Eng.D. degrees. The student body consists of officers of the Navy, Marine Corps, 
Air Force, Army, Coast Guard, NOAA, and allied nations as well as a small number of civil-
ian Federal employees. Every student at NPS is "sponsored" by his service, agency or coun-
try. Each is selected by his/ her sponsor based on their performance to date and potential for 
future performance and leadership. (NPS judges their academic potential.) Our student body 
is unique; it is a cosmopolitan group of highly motivated proven performers that their spon-
sors identify as their best and brightest. 
~ 
The basis of the requirement of graduate education for officers in the Department of Defense 
is the identification of a set of bille.ts (specific positions) that require an officer with a sub-
specialty gained through graduate education. In the Navy there are approximately sixty sub-
specialties ranging from Financial Management to Space Systems Engineering. There is an 
office, agency, or command that is responsible for the affairs of each subspecialty; e.g., Com-
mander, Naval Air Systems Command, for the Aeronautical Engineering subspecialty. 
These responsible parties are referred to as subspecialty sponsors, though they usually do not 
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In any event, collectively and for each program, NPS knows who its clients are and there is ...: ... 
significant dialogue between the institution and its curricular sponsors. Sponsor-provided 
educational skill requirements are the basis from which we at NPS devise courses and curric-
ula. Each academic program reflects sponsor requirements, degree requirements, and faculty 
judgement as to what is academically sound and enduring. 
The goal of the Postgraduate School is to (1) educate officers at the graduate level to increase 
their intellectual and analytical capacities, and (2) prepare them to take advantage of the 
technologies that have contributions to make to the conduct of naval operations. We must 
accomplish the first of these dual responsibilities as well as any institution in the country, but 
we must simultaneously accomplish the latter or there is no reason to have a Naval Post-
graduate School. Taking advantage of technologies is meant to include the science and engi-
neering of new capabilities and systems, the strategic and tactical uses of existing and new 
systems, and the procurement and management of forces and personnel. 
The formal mission statement for NPS reflects the above and additionally speaks to i;l pro-
gram ofresearch in recognition of the dependence of quality graduate education on the schol-
arly research activities of its faculty. Teaching, research, thesis advising, and support of the 
Department of Navy through appropriate direct interaction are expected of all regular 
faculty. Civilian faculty members should anticipate that acquiring an understanding of the 
background and interests of our students and of the curricular sponsors will take some time 
and personal initiative. Students, especially thesis advisees, are an excellent source of back-
ground. A comprehensive orientation program addressing the School, its students and their 
effective instruction, the Navy, and ship visits and cruises will be afforded to all new regular 
faculty. 
The School has a clear mission, an interested clien tele, an outstanding student body, and a 78 
year tradition of excellence. Over half of the flag officers on active duty today in the Navy 
have been students at NPS. The environment and opportunities are outstanding. I welcome 
you to the School with every expectation that you will accept the challenges offered and pros-
per professionally to the mutual benefit of NPS, its students, and you personally. 
iii 
\U C\. \.\~A~ 
.e==-= ~ \ 
Kneale T. Marshall 
Acting Provost 
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The NPS Board of Ad visors is a distinguished group of civilian educators 
and business and professional people who are appointed by the Secretary 
of the Navy. The Board holds a formal meeting annually at NPS to ex-
amine educational programs, review matters of their choosing and those 
brought to their attention. They publish a report annually which is avail-
able to NPS staff. Their report is forwarded through the chain of com-
mand to the Secretary of the Navy. 
Copies of the Board of Advisors report should be available for reading 
from your department secretary. A list of the members of the Board of 
Advisors can be found in the NPS catalog and the NPS Annual Report. 
Changes to that list should be available from the department secretary. 
The organization chart for the Naval Postgraduate School is shown in 
this section. The uniqueness of the School becomes readily apparent in 
that the organization of the School combines the administration of the 
traditional academic functions of a wiiversity with the functions of a 
military activity. 
Located at the top of the chart are the Superintendent and Provost. The 
Superintendent is a Rear Admiral of the Line and is the chief executive of 
the School. He is responsible for all resources at NPS and has final con-
trol of all resources. He has final approval on all personnel actions. The 
Superintendent of NPS is also the coordinator and advisor to the CNO on 
all graduate education in the Navy. 
The Provost/ Academic Dean (01), a civilian appointed by the Secretary 
of the Navy, is the chief educational officer of the School. He is respon-
sible to the Superintendent for all academic matters. He manages aca-
demic programs at the School through two Division Deans, an Adminis-
trative Dean, and three Directors. The two Division Deans are the Dean 
of Information and Policy Sciences and the Dean of Science and Engi-
neering. They administer the respective academic departments and the 
research programs of their respective divisions. As resource managers 
for their divisions, they represent their departments in the budget process 
and the resource allocation deliberations. 
1 
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The academic departments are located in two divisions: Information and 
Policy Sciences, and Science and Engineering. Each Academic Depart-
ment is headed by a chairman who is appointed by the Superintendent on 
the recommendation of the Provost. Of special note here are four inter-
disciplinary groups whose chairmen report directly to the Provost: ASW, 
EW, Space Systems, and C3. Chairmen and faculty who teach courses in 
these curricula come from the academic departments and remain under 
administrative control of their respective departmental chairmen. 
The Director of Continuing Education (011) administers programs for 
educational counseling, off-campus self-study credit courses, and faculty 
delivered short courses. He also coordinates all conferences, meetings 
and workshops held on campus. He further is responsible for apprising 
the faculty and administration of means to improve teaching effective-
ness, including new developments in instructional technology. 
The Director of Research Administration (012) coordinates all research 
activities at NPS, supervises the expenditure of research funds and pro-
vides assistance on faculty research matters. 
The Director of Academic Planning (013) develops the faculty budget in 
coordination with the Division Deans and the academic department 
chairmen. This includes allocation of manpower for courses to be taught, 
departmental faculty billets, and recruiting ceilings. 
The Dean of Academic Administration (014) is the Secretary of the Aca· 
demic Council and supervises the Director of Admissions, the Registrar, 
Class Scheduler, Director of the Computer Center and the Librarian. He 
chairs the Computing Policy Advisory Board which recommends policy 
on campus-wide computing matters to the Long-Range Planning Board. 
The Director of Programs is the senior military officer under the Superin-
tendent for all military curricular officers. As the organization chart 
indicates, he administers eleven Curricular Offices which roughly cor· 
respond to military career fields. Each of these offices is unique to NPS 
and is administered by a military officer designated as the Curricular 
Officer and a civilian member of the faculty who is assigned part-time 
duty as Academic Associate. Together they develop and manage cur-
ricula, maintain liaison with the career field sponsors who send students 
to the School, and supervise and counsel officer students. While both of 
these people technically report to different supervisors (i.e., Director of 
Programs and Division Deans), they act as a team and are jointly re-
sponsible to ensure that officer students are educated according to high 
academic standards as well as the needs of the sponsoring military or-
ganization. 
The Director of Programs also has a primary assistant who manages 
the Navy's graduate education program for civilian institutions and for 





Many administrative functions of the School are performed by military 
personnel. For example, the Director of Military Operations and Logis-
tics (04) is a Navy Captain who oversees Supply, Public Works, Dining ) 
Facilities, etc. Most academic functions, however, combine both a mili-
tary and civilian education orientation. ~ 
More detailed information about the duties and responsibilities of each 
office in the organization may be found in NA VPGSCOLINST 5400.29: 
Organization and Regulations Manual. Copies of this instruction may be 
obtained from your Department Office. 
~ 
' 
1.3 ACADEMIC ASSOCIATES (AA)/ CURRICULAR OFFICERS (CO) 
AAICOTEAM 
The Academic Associate/ Curricular Officer team supports the School's 
mission and objectives by developing, maintaining and updating cur-
ricula to accommodate both military needs and academic requirements. 
An officer of suitable expenence and rank is assigned to each Curricular 
Office as the Curricular Officer. A Curricular Office may oversee more 
than one cirriculum. A civilian faculty member familiar with both the 
School and the Navy is appointed to the position of Academic Associate 
by the Provost. Specific information about the responsibilities of the 
AA/CO team is provided in the Faculty Handbook. 
Names of Academic Associates and Curricular Officers are listed in 
Appendices C and D. The Curricular Office Handbook details guidelines ) 
relevant to that office and may be used to enhance understanding of their 
responsibilities. 
1.4 ACADEMIC COUNCIL 
The Academic Council is composed of a representative from each academic department and 
group. It maintains academic standards, formulates policies and procedures, reviews degree 
programs, and adjudicates exceptions requested from standard policies. The Academic Coun-
cil reviews recommendations for award of degrees and forwards them to the Superintendent. 
The Academic Council Policy manual is in the possession of the department representative 
and the chairman of each department. 
The Provost is Chairman of the Academic Council and th~ Dean of Academic Administration 
is the secretary. All business pertaining to the Council 1..hould be addressed to the secretary, 
Code 014. 




















The objectives of the faculty organization are to promote understanding, 
communication between members of the Faculty and members of the Ad· 
ministration, fo protect and promote the professional stature of the mern· 
hers, and to assist the Administration in accomplishing the mission of 
the Naval Postgraduate School. All active faculty members, civilian and 
military, who are engaged in teaching may vote and hold office. Visiting 
and Adjunct Professors are invited to participate but may not vote or hold 
office. Regular faculty meetings are held once each quarter. 
Military officers are assigned to the NPS faculty to fill one of the sub-
specialty utilization billets for which their advanced degrees prepared 
them. The career pattern of most of these officers has included a previous 
subspecialty utilization tour in an organizational environment similar to 
the one to be experienced by current students after graduation. Accord-
ingly, military faculty can be a valuable resource to their departments in 
helping shape relevant educational approaches. 
The Faculty Council is the governing body of the Faculty. Each Depart· 
ment elects a representative to the Council. Three representatives at 
large as well as the chairman of the standing committees (see next para· 
graph) are elected by the Faculty. A Faculty Chairman and the Secretary 
round out the Council. The duties of the Faculty Council are to consider 
all problems, policies, and procedures that are of concern to the Faculty. 
Regular meetings are held once each month, except when the entire facul· 
ty meets. All faculty members are invited to participate at Faculty Coun· 
cil meetings. 
There are five standing committees of the Faculty, each composed of 
three members who are elected for a three year term (on a staggered ha· 
sis). They are (1) Professional Practices, (2) Scholarship, (a) Retirement, 
Insurance, and Special Functions, (4) Plans and Facilities, and (5) Norn· 
inating. Of these, the first two are probably most significant to the averT 
age faculty member. The Professional Practices Committee provides 
counsel and assistance to faculty members in matters relating to indi-
vidual concerns and ethics. The Scholarship Committee studies nil matT 
ters that relate to academic standards. OJ.her ad hoc committees are ap· 
pointed as the need arises. 
The activites of the various faculty t.ommittees and the Faculty Council 
are directed by the Executive Board. Its membership is composed of four 
representatives of the Faculty Courcil who are elected by the Council an<l 






The Executive Board normally meets once a week except when Council or 
Faculty meetings are held. The Executive Board also deals with all mat-
ters relating to the professional status of the Faculty as a group. 
Each year the• Faculty elects an experienced and respected colleague as 
Faculty Chairman to preside over the Executive Board and the Faculty 
Council. In addition, he represents the Faculty at a variety ofinstitution-
al meetings. 
For more details on the above subjects see Section IV of the Faculty 
Handbook which contains the Faculty By-Laws. 
) 
, 
1.6 OTHER COUNCILS AND COMMITTEES 
Some other important councils and committees include the Research Council, the Computer 
Users Group, Computing Advisory Board, the Long Range Planning Board and the Officer 
Student Advisory Committee. 
The Research Council is co·chaired by the Division Deans and has as members the Provost, 
Director of Programs, and eight appointed faculty members. Their major function is the allo-
cation of funds to individual faculty under the Foundation Research Program. (See Sec. 5). 
The Computing Advisory Board recommends campus-wide computer operating policy, co· 
ordinates the various computing activities. The Long Range Planning Board is responsible 
for a comprehensive, long-range computation policy for the School. The Computer Users 
Group is made up of representatives from all departments and constitutes a two-way com-
munication vehicle between the users and the Computer Center. 
The Long Range Planning Board insures optimum use of resources by NPS to include facili-
ties, personnel, labor activities, support, ADP programs, and recommendations for a IO-year 
forecast. Membership includes the Director of Programs, Director of Military Operations, the 
Division Deans, Dean of Academic Administration, and the Comptroller. Resulting plans are 
submitted to the Provost for review and to the Superintendent for approval. 
The Officer Student Advisory Committee is a student organization with its own by-laws. It 
functions in an advisory capacity through the Director of P•·ograms and is represented on the 
Faculty Council, Computing Advisory Board and the Academic Council. 
r) 
.. 
A listing of all NPS committees is provided in NA VPGSCOLNOTE 5420. A list of all councils ) ..














SECTION 2: DEPARTMENT OF DEFENSE 
(DOD) ORGANIZATIONS 
Figure 1. is a chart of the major branches in the Department of Defense. 
Each office has many functions and suboffices. Numerous documents 
exist at NPS that provide considerable information about selected 
·branches of DOD. 
Figure 2. shows the major branches of the Navy and Marine Corps. Near 
the center of this chart you will find the Chief of Naval Operations 
(CNO). Figure 3. details the organization of the CNO's office. The Naval 
Postgraduate School Reports directly to the Vfoe Chief of Naval Opera· 
tions (VCNO). 
Figures 4. and 5. show the major branches of the Army and Air Force ra. 
spectively. More detailed charts on these departments are also available. 
Although the students generally attend class in civilian clothes you will 
see many military officers on the staff of NPS who wear uniforms. If you 
are not familiar with the insignia of the services the material in Figure6. 
will help you identify the varous ranks. 
For more information see the following documents in the Dudley Knox Library. 
FEDERAL ORGANIZATION SERVICE 
(Charts) 
THE UNITED STATES GOVERNMENT MANUAL 
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SECTION 3: GRADUATE EDUCATION PROGRAMS 
ATNPS 
:u NPS MISSION 
MISSION 
STATEMENT 
A summary purpose for the existence of NPS is given in the NPS Mission 
Statement: To conduct and direct the advanced education of commis-
sioned officers, and to provide such other technical and professional in-
struction as may be prescribed to meet the needs of the naval service; and 
in support of the foregoing, to foster and encourage a program ofresearch 
in order to sustain academic excellence. 
3.2 GRADUATE EDUCATION REQUIREMENT, P-CODED AND D-CODED BILLETS 
SUBSPECIALTY 
SYSTEM 
Graduate education prohrramssupport the Navy Suhspecialty System, as 
outlined in OPNAVINST 1520.23. Under this system certain officer bil-
lets in the Navy have been determined to require Masters or Doctors level 
education of officers occupying those billets. This graduate level educa-
tion requirement is the principal reason NPS exists. Curricular programs 
at NPS are designed to meet the educational skill requirements estab- ) 
lished for these billets and courses are designed to meet these educational t 





lar requirements which in turn are tied to the educational skill require-
ments of billets. All officer billets are coded with respect to their educa-
tional requirements. Those billets requiring Masters-level education are 
P-coded. Officers who successfully complete Masters-level curricular pro-
grams at NPS are given a P-code. Those who earn a Doctorate degree are 
given a D-code. 




:t3 PROGRAMS AND SPONSORS 
There arc 42 Masters level curricula taught at NPS. Each one is designed to meet the educa-
tional skill requirements established by the Sponsor(s) of that curriculum. Within the Navy 
these skill requirements are generated from an analysis of the officer performance require· 
men ts of a specific set of billets associated with that curriculum which havl• been given a P· 
code. Curricular programs are developed by NPS/ Sponsor teams. Curricula are reviewed 
annually or biennially by the sponsors at a "curriculum review" board conducted nt NPS. 
Curricular Officers have primary responsibility for coorclin a ting the curriculum revil•ws. The 
Academic Associate, faculty members, Department Chairman. Division Dean, Provost and 





Curricular programs are delineated in the NPS catalog. Details about curricula sponsors can 
be obtained from Curricular Officers. 
The curriculum sponsor is normally the Navy headquarters command most directly linked to 
a degree program's research and future graduate's field of study. Thus the Fiscal Manage· 
ment Division (OP-92) is the sponsor for Financial Management (Curriculum 837); the Navy 
Space Systems Division (OP-943) is the sponsor for Space Systems Engineering (Curriculum 
591), etc. 
It is expected that a curriculum's graduates will eventually work (directly or indirectly) for its 
sponsor(s). While the goals of producing and supporting the best possible graduates and re-
search are shared by NPS and its curriculum sponsors, their differing perspectives lend a 
healthy mix of advocacies to maintaining vigorous, timely curriculum content and research 
emphasis. Sponsors are often the impetus for adding new courses or course segments to meet 
the real world challenges they perceive. In tum, they rely upon NPS to weigh such new de-
mands against foundation and advanced requirement courses and to design an academic pro· 
gram which optimizes the learning experience. The interactive process of curriculum design/ 
review is a keystone to the dynamic vitality of NPS and its relevance to the Fleet. 
Source: NA VPERS 15839E 
3.4 SELECTION OF STUDENTS 
O sELECTION 
PROCEDURES 
Selection of naval officer students is based on proven professional per-
formance, and on academic background. Professional performance se-
lection is accomplished in conjunction with selection for promotion to the 
ranks of lieutenant or lieutenant commander. Academic screening is 
accomplished by the NPS Director of Admissions. After performance se-
lection and academic screening, officers must coordinate with their de-
tailer for curriculum and orders to NPS. A significant parameter used in 
the selection process is the student's APC (Academic Profile Code). A de· 
scription of the APC is given in Appendix G and the APC requirements 









The Navy establishes an annual quota of naval officers for entry into 
each curriculum at NPS and civilian institutions. This quota is derived 
from a stochastic manpower model that provides estimates of the aver-
age number of officers in various ranks for each P-code in out-years as a 
function of yearly officer inputs into corresponding graduate education 
programs. 
U.S. military officers from service branches other than the Navy must 
have transcripts of previous college work evaluated to determine qualifi-
cations for NPS curricula. This is done by the NPS Director of Admis-
sions, in cooperation with the Curricular Officer and Academic Associate 
for the requested curriculum, when a cequest for enrollment is received by 
NPS from the educational agency or" the officer's service. Since each ser-
vice has unique policies and proced·.ires for sending officers to NPS, non-
USN officers contacting NPS direci.ly should be referred to the Director of 
Admissions. 
For more information see OPNAVINST 1520.23. 
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3.5 INTERNATIONAL STUDENTS 
Approximately 250 students from over 25 countries are enrolled at NPS. 
Not all curricula are available to international students because of secu- ) 
rity restrictions. Enrollment is controlled through the Office of the Chief 




There is an active International Committee at NPS which performs func-
tions beneficial to the international students, NPS, and the community. 
This club works to obtain a U.S. "sponsor" for each international stu· 
dent and family. NPS faculty are encouraged to sponsor international 
students and those interested in doing so should contact the Internation· 
al Education Coordinator (Code 030el), ext 2186, to obtain a complete 
packet of information about being an international student sponsor. 
STUDENT 
SPONSOR 
More information is available in NA VPGSCOLINST 5400.2A and the 
NPS Quarterly Enrollment Summary. 
3.6 CIVILIAN STUDENTS 
Federal employees are eligible to attend NPS if they are sponsored by their government agen-
cy. Civilians interested in applying for admission to NPS should correspond with the Director 
of Admissions, Code 0145. Evaluations of qualifications of applicants are made by the perti-
nent Department Chairmen and Curricular Officers. Civilians are not required to pursue one 
of the curricula established for officer students. If appropriate and feasible, they may take a 
course of study that best meets their sponsors' requirements. 







The Office of Continuing Education (CE) was established in June 1974. 
Its primary functions are development and delivery of self-study courses 
for completion off-campus, delivery of short courses, and educational 
counseling. The CE office distributes' over 9,000 copies of its annual Cata-G 
log of Self-study Courses to the Navy and sister services. Most self-study\._ 
courses in this program are prepared in accordance with the Personalized 
System of Instruction (PSI). Approximately 5000 credit-hours of courses 
are mailed to requesting students off campus annually. The purpose of 
the self-study program is to provide officers the opportunity to prepare for 
full time graduate education, enhance their performance at NPS, allow 
them to take more advanced courses and possibly to shorten their tour of 
duty at NPS. 
Around 30 short courses per year are presented by NPS faculty. These 
vary in length from one to two weeks. Some are conducted on campus but 
many are given at other naval activities. Generally speaking, a naval or 
other military organization sponsors the short course although some are 
presented on a tuition basis. If you have any interest in presenting a short 
course contact the Director of Continuing Education (ext 2558) before 
starting negotiations with a sponsor. The CE office can inform you of the 
appropriate procedures and can also provide administrative assistance. 
In general, it is the Superintendent's policy to grant the use of school 
facilities for conferences, meetings, workshops, etc., provided such use 
does not significantly interfere with normal NPS functions and provided 
that the conference relates to either 
(a) the mission of NPS as a military/ academic institution 
(b) the needs of various governmental agencies 
. 
• 
If you intend to sponsor a meeting at NPS it is imperative that you con- )-
tact the Conference Coordinator (ext 2426 or 2558) as early as possible fot. 
proper guidance and assistance. 
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SECTION 4: TEACHING AT NPS 
)u THE STUDENTS 
The student body at NPS consists of officers from all U.S. military services, civilian employ-
ees of the U.S. government, and military officers from more than twenty-five allied countries. 
Admission to NPS requires a baccalaureate degree, or equivalent, and satisfaction of the 
Academic Profile Code (APC) for the intended curriculum of study. The APC is a 3 digit code 
ranging from highest quality index 000 to lowest quality index of 565. The digits are indepen-
dent and respectively represent overall grade point average, amount of mathematics and 
grades received, amount of science aµd engineering and grades received - all for undergrad-
uate college level work. A more detailed description of the APC is given in Appendix G. A cur-
riculum APC requirement, which specifies minimum standards with respect to undergrad· 
uate education, is listed for each program in Appendix E . Although APCs are only calculated 
for USN officers, this criteria is applied to all students in the admissions process. Officers 
typically enter NPS five to seven years after completing their undergraduate programs. As a 
result, their academic skills may be "rusty" in some areas. Nevertheless, they are highly 
motivated and mature individuals who are well aware of the opportunity they have through 
fully-funded graduate education. Many students pursue a major field of study at NPS that is 
different from their undergraduate major. An example is a physics major who enters the En-
gineering Electronics Curriculum. These changes in students' major fields require corres-
ponding upgrades in their graduate prepartory backgrounds during the last two quarters at 
NPS. 
It is generally recognized that the officer students are extremely conscientious. In turn, they 
appreciate courses that are well organized with enough homework assignments and exam· 
inations to provide timely feedback on their progress. Students also appreciate efforts to re· 
late course material to their professional experience. 
0 
Faculty are encouraged to become familiar with the officer students' military backgrounds 








Classes at NPS may include students from several curricular programs 
or from only one cirriculum. This fact has implications on the variance of 
student ca pa bili ties in a subject area within a class. It may have different 
consequences on the depth of coverage needed in some subject areas and 
the "deadlines" within the quarter when certain subject areas need to be 
covered. Students within each curriculum are divided into sections each 
with a Section Leader. Section Leaders can l,>e helpful to a professor to get 
feedback on how things are going or to resolve problems. Classes should 














Courses at NPS should be taught according to course syllabi which are 
maintained in Department offices. It is important to teach courses ac· 
cording to the indicated content and schedules, because other courses ) 
students are taking concurrently may depend on both of these elements. 
In general, courses at NPS are very highly correlated with curricular re· 
q uiremen ts. 
Professors have the responsibility for submitting textbook data for each 
required textbook to the Department Chairman well in advance of the 
quarter in which the books are to be used. This is necessary in order for 
the NPS Bookstore to have adequate lead time to order textbooks. Report· 
ing deadlines are available from your Department Secretary. This is an 
important faculty responsibility. 
Should you need to reprint large quantities of notes for distribution to 
your students this should be done through EMO (Educational Media 
Department). Long lead times are required for large orders. Copyrighted 
material may not be reproduced without permission. 
The time and place each class and the final exam is to be conducted is 
determined by the NPS Scheduler (Code 0144) and reported in the Master 
Schedule each quarter. Deviations from the Master Schedule require 
prior approval of the Department Chairman and the Scheduler. 
The process of selecting students for the Naval Postgraduate School 
places great emphasis on military considerations (i.e., is the officer " pro· 
motable?") as well as academic potential. Every effort is made to accom· ) 
modate officers with widely vurying academic backgrounds to fill critical 
needs of the service with the consequence that students are accepted with 
an undergraduate grade point average as low as C+. Naturally, there is 
no guarantee that every student will be able to succeed in any given pro· 
gram. It is the responsibility of the Curricular Officer/ Academic Associ· 
ate team to evaluate each student's progress and determine if he/ she 
should remain in or be dropped from a program. This job needs special in· 
formation and cannot be done without your help! There is a need for fre· 
quent and accurate feedback from the faculty. This is particularly true of 
those courses that come early in a student's program. Anytime you feel a 
student is having academic problems this fact should he immediately 
conveyed to the appropriate Curricular Officer and/ or Academic Associ· 
ate. 
In view of the above, great care should be taken to ensure that your 
grades represent an honest appraisal of the student's accomp.lishments. 
Since frequent feedback is required in th1~ preparatory work. a good rule 
of thumb in 1XXX/ 2XXX level courses is one quiz per credit hour (e.g., a 
four credit course should have three quizzes plus the final exam). Final 
exams/ quizzes must not be given during the last week of class. They 
must be given during final exam wee~. In an undergraduate course, n 
grade of B· (2.7) or above indicates you feel the student has the potential 
to succeed in graduate work. If grades are not realistically assigned you 
will end up with poorly prepared stt·dents in advanced courses. Each 
year, the Academic Administration distributes grade data to each faculty 
member that allow professors to co npare their grade distributions hy 
course level with (1) their departmert averages and(:!) the NPS average. 
Professors whose individual avera1;e differs substantially from their de- ) 
partment or NPS average may w.rnt to reflect on their grading proce 




Since our students have lived by a rigid code of conduct for many years, 
there are very few incidents of compromise at the Naval Postgraduate 
School. Nevertheless, occasional cases do arise and most of these result 
from a misunderstanding of the ground rules that apply. It is the instruc-
tor's responsibility to establish and clarify the ground rules for any exer-
cise jus t as it is the student's responsibility to resolve any questions prior 
to undertaking the work. If you suspect that a violation has occurred, you 
are advised to discuss the circumstances with your Department Chair· 
man (not the AA or CO) . 
• 
REFERENCES 
Additional information on grading, including requirements for gradua-
tion, can be found in the Academic Council's Policy Manual and the 
School Catalog. The complete statement on Independence of Student 
Work is located in the Faculty Handbook. 





NPS has a policy that requires grades be reported to the Registrar in a 
prescribed manner and within a specified time period. If you have an 
emergency and cannot meet the prescribed deadline, contact your De-
partment Chairman immediately. Proper reporting of grades is an im-
portant requirement. 
0 
The Registrar is responsible for establishing and maintaining academic 
records for all matriculating students. This includes having the responsi-
bility for the official enrollment in courses and grade processing. Regis-
tration is based on the forecast made by Academic Associates and Cur-
ricular Officers. The Registrar is also responsible for custody of tran-
scripts received from other schools, resulting from the evaluation pro-
cesses for admission by the Director of Admissions. 
Instructors are reminded that all I (Incomplete) grades automatically 
· become an X (Fail) if not removed within the following term. Make cer-
tain that your students know what they must do to remove the I grade. 
Questions and comments concerning registration, courses in the catalog, 
and grades should be directed to the Registrar. 
Registration and grade processing guidelines are stated in NA VPG-
SCOLINST 5211.2D. Grade change procedures are stated in NAVPG-
SCOLINST 1520.5. 
Information about specific students is released according to the guide-
lines of the Public Law 93-880 (Privacy Act). IN ACCORDANCE WITH 
THIS STATUTE PROFESSORS ARE ADVISED NOT TO POST 
GRADES IN A MANNER THAT VISIBLY TIES A STUDENT'S 
NAME TO A GRADE. 
4.5 TEACHING LOADS 
0 
A full time teaching quarter at NPS calls for an average of 11 "contact hours". Students at 
NPS are required to write a thesis; consequently, thesis supervision is a normal part of faculty 
workloads and is counted as part of their 11 "contact hour" workloads. 
Since advanced graduate instruction and thesis supervision are related to graduate research, 
research is an important element of faculty workloads. Consequently, departments encour-
age professors to conduct research with external support. Furthermore, some professors con-
duct research with external support in the intersession al period of two months. Faculty are 
generally discouraged from doing more than 1/2 time research for 3 quarters plus an inter-
sessional offull time research. Individual workloads and research goals should be developed 
in consultations with your Department Chairman. 
19 
4.6 PROFESSIONAL DEVELOPMENT IN TEACHING 
NPS annually provides a small amount of financial resources to support faculty who want to ) 
attend workshops designed to improve instructional skills for college teachers or to lean: 
about new instructional technologj.es. The Director of Continuing Education (011) has re-
sponsibility for this program. Faculty should talk to him or their Department Chairman if 
they are seeking assistance to participate in a professional development program designed to 
enhance teaching. NPS also has television equipment which is available forfaculty use in the 
classroom or laboratory. One may record a lecture and view it later to determine areas for 
possible improvement. TV cameras may be checked out from the audio-visual department of 
Public Works. 
lir&i#i • r• I 1 , I 








NPS faculty are supported with O&MN (Operations and Maintenance 
Navy) funds to develop self-study courses. Special training sessions are 
provided for faculty who develop these courses. Self-study courses are 
class-tested at NPS before they are offered off-campus for academic cred-
it, usually by the professor(s) who develops the courses. Some professors 
use these course materials for the classes on campus. 
All U.S. military and Coast Guard officers and qualified federal employ-
ees are eligible to enroll in these courses for review or credit. This includes 
students at NPS. The courses are available at the CE office. 
NPS self-study courses are developed in a highly structured manner that 
resembles or closely follows the Personalized System oflnstruction (PSI). 
Research has shown these structured materials to be a highly effective ~ 
learning media. Research reports on this instructional method are avail- J 
able to faculty at the CE office. 
The Director, Office of Continuing Education (Code 011) has administra-
tive responsibility for the off-campus self-study program and mainte-
nance of the self-study courses. 
Copies of the Catalog of Self-Study Courses and self-study course materi-
als are available at the CE office. 
NPS offers about 30 short courses per year which are funded directly by 
commands that send people to the courses. Faculty who participate in the 
delivery of short courses are supported from funds received from support-
ing commands. Faculty who teach in short courses usually do so in lieu of 
research. Short course teaching performance is considered in pay, pro-
motion and tenure discussions. 
Procedures for submitting proposals for contracted short courses and 
short courses funded by tuition fees have been prepared by the CE office ) 
and distributed to each department secretary. The CE office has adminis 
trative responsibility for short courses. 
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( ) CODE 011 
The Director, Office of Continuing Education (011), has responsibility for 
the administration of the short course program. Short course materials, 
sample course brochures and a listing of short courses delivered and 
planned for in the current fiscal year are available in the CE office (Herr-
mann 141). 




Some instructional programs or research may be enhanced by perform-
ing a survey of a set of military officers located at remote sites. If such a 
survey requires completion and return of any form or questionnaire, prior 
approval to conduct the survey must be obtained from an office desig-
nated by the Chief of Naval Operations. Check with your Department 
Chairman before you begin to plan such a survey. 
4.10 STUDENT OPINION FORMS (SOFs) 
It is NPS policy that faculty should ask students to complete official 
Student Opinion Forms (SOF) toward the end of each course taught at 
NPS. These forms are primarily intended to provide faculty with feed-
back about their courses that will offer an opportunity to enhance course 
materials and instructional delivery. Much of the information on the 
form is intended for the private use of the faculty member, but some of the 
data is used in the pay, promotion and tenure procedures for faculty. 
8 4.11 
Student opinion forms, with instructions for distributing them to stu-
dents, collecting them and turning them in, are provided to each teaching 
faculty member toward the end of each quarter. More information ahout 
the use of SOFs can be found in the Faculty Hand hook. You should dis-
cuss the use of the SOF forms with your Department Chairman. 
SUCCESS OR FAILURE IN YOUR CLASSROOM 
0 
The following are guaranteed to produce a disaster: 
• Be unprepared. 
• Make it clear that teaching is a low priority relative to your other interests. 
• Fail to recognize that students are professionals and expect you to he, too. 
• Fail to recognize that their career goals are not to replicate yours. If they wanted to ht• 
professors they wouldn't have become career officers. 
• Fail to recognize that your students have had command responsibility and authority--
probably more than you have. 
On the other hand, if you want to succeed: 
• Recognize that your students wanted to come here, will work hard, will give 11 ()";, 
effort if given the chance, and desire a close and interactive relationship with tlw 
faculty. This relationship can lead to a very reward~ng interaction for both studt•nts 
and faculty. 
• Realize who you are and who they are. Both are pros. At the best, this can lead to l'<l· 
ucation at this school which is better and more interactive than any other sehool you 
know of. These are not college freshmen. Most do not want n room in an lvor,v Towt<r. 
But they do want and expect a first-class educai.on, and we are tasked to providl' it. 
• Introduce some words about the mcnningof"rel~vanceto the Navy and ))01 r· in your 
courses. 
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SECTION 5: RESEARCH AT NPS 
5.1 RESEARCH PLANNING 
The choice of research area, level of activity, potential sponsorship, assessment of resource 
requirements and integration of the work into student theses projects should be discussed 
with your chairman before venturing into a new project. The level of research for a faculty 
member may include an intersessional, and up to half-time during the 10-month academic 
appointment. 




The Research Administration Office (RAO), located in Herrmann Hall 
139D, is the primary office for administrative matters related to research 
at NPS and is anxious to assist faculty. Faculty who are planning a new 
research effort, or who are uncertain of procedures at NPS, or who have 
other research-related needs can contact the RAO for assistance. 
e 




Research efforts at NPS are often characterized by their funding source. 
Navy-sponsored research is directly funded through the NPS budget. 
Most Navy projects involve technical (not financial) sponsorship from a 
Navy oqranization external to NPS. Other projects are funded by the 
NPS Research Council and are frequently referred to as Foundation proj-
ects. A third category includes all other non-Navy sponsors from whom 
reimbursable funds are received. 
The Director of Research Administration maintains contact with our 
major sponsors and can often suggest appropriate sources of sponsor-
ship or direct you to others who are able to assist. 
5.4 PROPOSALS 
A major step in the research planning process occurs in January when Letters ofintent are 
due from the faculty. These letters indicate the scope of the faculty member's research plans 
for the coming fiscal year beginning in October. Ample notice of this process is provided to 
faculty by the RAO. 
Research Proposals are written by the faculty and forwarded through the Department Chair-
man and the Director of Research Administration to the Division Deans to be approved for 
submission to a potential sponsor. All research projects require a complete proposal. Man~ ) 
potential problems are averted by careful preparation of the research proposal and, in partk 








Several chair professorships have been established at NPS in various departments. These 
chairs are generally associated with commands having an interest in the particular subject 
represented by the chair. Occupants of these chairs typically are accomplished academicians 
in their fields. Their activities overlap and interact with those of our faculty and student pop-
ulation, presenting opportunities for enrichment of numerous programs throughout NPS. 
POSTDOCTORAL PROGRAMS 
Postdoctoral appointments can provide valuable assistance to a research project, and are 
encouraged. The Research Council has initiated a cost-sharing program as an inducement for 
including postdoctoral appointments in externally sponsored projects. Programs of the Na-
tional Research Council and of the American Society for Engineering Education provide 
another means of attracting quality postdoctoral personnel. 
More information may be obtained from: 
1. Research Handbook, available from the RAO, Herrmann Hall, Room 1390. 
2. Guidelines for the Foundation Research Program, distributed annually by the RAO. 
3. Personnel in the RAO. 
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SECTION 6: FACULTY SUPPORT SERVICES 
(OFFICES) 






Faculty members at the Naval Postgraduate School are authorized to use the facilities of the 
Commissioned Officers and Faculty Club, the facilities of the Recreation Department and the 
Navy Exchange Bookstore. Dependents who satisfy age requirements, dress codes, codes of 
conduct, et.c., are also eligible to use these facilities. 
The Commissioned Officers and Faculty Club provides complete meal 
and bar service seven days a week and eligible patrons can make ar· 
rangements for private parties or group functions. 
The Recreation Department offers a variety of facilities to qualified per· 
sonnel; e.g., gymnasium with squash courts, weight room, basketball 
court and locker room; outdoor swimming pool, tennis courts, softball 
fields, sailing and golf course. The NPS Recreation Office is located in the 
basement of Herrmann Hall. It issues membership cards for use of the 
gym, tennis courts and swimming pool. Notices about recreational op· 
portunities in the State of California are posted in this office and discount 
passes for some activities are available. Visit your friendly Recreation 
Office. 
The Bookstore is open six days a week and offers a complete range of 
student textbooks, bestsellers, greeting cards, magazines/periodicals, 
records and tapes. All faculty members can purchase items here at the 
posted prices. (No discounts are given to anyone). 
NPS faculty can purchase name tags at the personal services counter in 
the Navy Exchange. This is the only service at the Navy Exchange avail· 
able to civilian faculty. 
INFORMATION 
SOURCES 
Bookstore: NAVPGSCOLINST 4066.lC 
Recreation: Special Services Faculty Information Packet, issued at the 
Recreation Office, He-023A. 




The Civilian Personnel Office (CPO) corresponds to the personnel or 
employment office of other organizations; "civilian" is used to distin-
guish it from the counterpart military personnel offices. It is one of the 
first places faculty (and other employees) visit for oath administration, 
and initial employment and benefits info . ,nation, and one of the last 
when checking out from employment with the School. The Faculty Hand- ) 
book is one source of employment criteria information. The Federal Per· 






Civilian members of the faculty are employed as civilian employees of the 
Department of the Navy in the "Excepted Service" category; and they 
are subject to the laws, regulations and directives applicable to all Navy 
Civilian Personnel, unless specifically exempt therefrom. The phrase 
"Excepted Emi'loyee" when referring to a member of the civilian faculty 
means that, under authorities granted by the Office of Personnel Man-
agement, appointments may be made without competitive examination. 
The OPM may grant this excepted appointment authority whenever it 
finds that the duties or compensation of the position are such, or that 
qualified persons are so rare that, in the interest of good Civil Service ad-
ministration, the position cannot be filled through open competitive ex-
amination. The Civilian Personnel Office can provide more information 
on excepted civil service regulations as well as current civil service pro-
cedures. 
The Civilian Personnel Office directs the work 'of several small divisions. 
The section most frequently contacted by faculty members is Employee 
Services, for information about benefits. Following initial employment, 
~ HE I , • . "'.'""-._i' questions about payroll problems, allotments to financial institutions, tJ · .I 1 direct deposit of checks and income tax deductions should be directed to 
WA :., ·· · the employment division; subsequent pay questions should be asked of , .. · . " .• ' the Faculty Employment Scheduler, Code 013A via your department Nfl,J.: chai~m.an. In mos~ cases clerical personnel can answer questions, but 
- · ·· speciahsts are avallable for the more complex problems. 
- -1~-. ' 
HIRING 
PERSONNEL 
Faculty members who need to hire assistants for research projects, etc., 
will usually need to start with the classification division. In this regard, 
discussions should begin as early as possible to allow time for the many 
8 EEO PROGRAM 
steps usually required for Federal employment. (The law generally for-
bids volunteer work for the government; be sure employees are actually 
appointed before permitting them to work.) The Equal Employment Op-
portunity (EEO) Program, administered by the Deputy Equal Employ-
ment Opportunity Officer, rather than the CPO, is another important 
facet of civilian employment at the School. 
REFERENCES 




NAVPGSCOL Instructions numbered 12000 to 13000 
Federal Personnel Manual 
Navy Civilian Personnel Instructions (CPis, CMMis) 
iiii 1-11 .. ;;T ! ~ 'iii' I tllll! ! 
L. ' ~ 
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The Computer Center's facilities and all staff members are located on the 
first floor of Ingersoll Hall. The Center supports a wide range of comput-
er-based services for classwork and research on a network of three IBM 
3033-class processors. These services are available round-the-clock, 7 
days a week. The principal mode of access for School users is via 500 IBM 
3270-type interactive terminals of which 120 are installed in public work-
stations in the academic buildings. Each such cluster includes a line 





The Center and all of its equipment and services are described in a hand-
out, "Introduction to the W.R. Church Computer Center". Copies of this 
and many other Center publications are available in Ingersoll 146, Con- ) 
suiting Office. This room also contains a reference set of manuals on the 
major IBM and other software, and listings of subroutine and procedure 
libraries. 
All that is needed is a User ID (account number) which is obtained from 
the User Registration and Accounting Office, Ingersoll 147. There is a 
minimum of red-tape involved. The same User ID is used for batch-pro-
cessing and interactive work. Introductory manuals for the Center's 
operating systems are available in Room 146. 
ACCOUNTING 
All services are provided free of charge to faculty members and students 
engaged in official School work. The computers are not available for 
private consulting use. Although the service is free to users, computer re-
sources are fully accounted for and monitored. Details of the allocation 
scheme can be obtained from the Dean of Academic Administration and 
the Center's handout "IBM 3033-Resource Accounting and Charging". 
Director In-129 x2572 
Manager, User Services & Consultation In-133 x2752 
PRINCIPAL Manager, Systems Support In-106 x2641 POINTS OF 
CONTACT Manager, Operations In-109 x2004 
Manager, Microcomputer Lab In-103 x2696 
User Registration & Accounting In-147 x2731 
Administrative Office In-130 x2573 
6.4 DEPARTMENT SUPPORT STAFF 
The support staff of the academic departments provide faculty with some of the most useful 
information about day·to-day operations and procedures at NPS. Professors should ask De-
partment Secretaries about NPS procedures for clarification and written information. Copies 
of most references cited in this Manual are available in the Department Offices. 
E·MD 
" 6.5 EDUCATIONAL MEDIA DEPARTMENT 
The Educational Media Department provides copying, printing, photography and graphic 
arts service to the faculty, administration, and support staff. Faculty are encouraged to send 
large copy orders to EMD rather than to burden departmental staff/ equipment. Ask for hand· 
outs to be 3-hole punched for easy insertion into student notebooks. Faculty requests should 
be made on a standard EMD form and forwarded throughyourdepartmentChainnan.Allow 
plenty of lead time for processing your work order. 
The Director, Educational Media Department (Code 036), acts as an assistant to the Director 
of Programs (Code 03) in administering the functions of the above-mentioned services. 
Audio-TV services may be obtained through the Public Works Shops Division. 



















The Dudley Knox Library is the main NPS Library. The Library's collec-
tions include in excess of264,000 books, bound-volume journals, govern-
ment documents, theses, and pamphlets; 1,800 journal subscriptions; 
78,000 monographic works and journal items in microform (microfilm/ 
microfiche); 188,000 classified (Secret/ Confidential) and unclassified re-
ports in hard copy, and 339,000 classified and unclassified reports in 
micro form. 
The Reader Services Division administers the open literature, and the Re-
search Reports and Classified Materials Division administers the re-
search reports literature. In addition to traditional reference services, the 
Library also offers computer-based on line literature searching sources. A 
detailed description of these services, together with descriptions of other 
Library facilities, is to be found in This is Your Library, copies of which 
are available in the Main Lobby. 
The Library offers personalized tours for new f acuity members. To ar-
range for a tour, please call extension 2341. 
Each academic department assigns a representative to serve on the Li-
brary Council, established as an advisory body. Library Council repre-
sentatives coordinate their colleagues' requirements in terms of Library 
support and transmit to the Library book procurement and journal sub-
scription recommendations. 
Librarian: Room 105, xt 2341 
Associate Librarian: Room 103, xt 2341 
Library Secretary: Room 104, xt 2341 
Reader Services Division: Room 109, xt 2344 
Reference Desk: Main Lobby, xt 2485 
Research Reports and Classified Materials Division: Room 122, 
xt 2061 
Bibliographic Control Division: Room 101, xt 2263 
Acquisitions Division: Room 102, xt 2986 
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6.7 PERSONNEL SUPPORT ACTIVITY DETACHMENT (PSD): TRAVEL 
It is important to complete required paper work well in advance of any travel that is per-
formed as part of your duties at NPS ·· even ifit is done at no cost to the government. Federal ) 
employees who travel on government business (i.e., any time during working hours other 
than during official leave periods) !ihould have a set of travel orders with them. Faculty must 
provide the data required to initiate processing the necessary forms with adequate lead time 
(a minimum of 3 weeks before travel starts). All travel orders must be signed by your Depart-
ment Chairman regardless of the source of supporting funds. ALWAYS BEGIN TRAVEL 
REQUESTS IN YpUR DEPARTMENT. 
The following paragraphs provide details about travel. As you become more familiar with 
these travel specifics, you will be able to plan your travel better to meet your specific needs. 
One parting comment, IF YOU ARE IN DOUBT about whether or not you can do some partic-
ular thing regarding travel ASK YOUR DEPARTMENT CHAIRMAN BEFORE YOU DO 
IT. 
DOMESTIC TRAVEL A "Request and Authorization for TDY Travel of DoD Personnel" (DD 
Form 1610. usually called "travel order") must be filled out and autho-
rized before the travel can start. The professor (Requesting Official) pre-
pares the f~rm with the help of the Department Secretary. It is then sub-
mitted to the Department Chairman (Approving Official) for approval, 
and then routed through the Research Administration (if funded by re-
search), or through Continuing Education (iffunded by a Short Course), 
to the Comptroller who is the Order Authorizing Official. After the Comp-
troller authorizes the travel order, it is either sent to the Travel Office of 
the Personnel Service Detachment (PSD-TRAVEL) for facilitating the 
airline ticket purchase and/ or preparing travel advance, or to the profes-
sor if an airline ticket advance is not required. PSD-TRA VELrequires 5 






The airline ticket must be purchased by a Government Travel Request 
(GTR) issued by PSD-Travel. This GTR is usually presented to the Sched-
uled Airline Ticket Office (SATO) on base for reservation and ticketing. ) 
Travelers may not get reimbursed if they buy their own airline tickets. 
You may make reservations directly with SATO (or airline companies 
MISCELLANEOUS 
EXPENSES 
and then inform SATO), but you need to fill in a "Passenger Reservation 
Request Form (PSD MTRY Form 4560/ 1)" and submit it to the Travel Of-
fice for the GTR and ticket purchase. It is recommended that you attach 
that form to the travel order before routing. DO NOT make reservations 
through a travel agency for travel supported with Federal funds. 
~"ll':ll"-~H"";;:uo-..t•Qt;io.., 
Miscellaneous expenses such as registration fees, taxi fares, car rentals, 
etc., must be spelled out in the travel orders (use the "Remarks" space) 
and be authorized before travel in order to claim reimbursement. The 










Within IO days after travel is completed, a travel voucher(DD Form 1351· 
2) is to be filled out and filed with PSD-Travel in order to receive compen-
sation for the travel expenses. 
There are two types of per diem rates. Most of the domestic areas are un-
der the standard per diem rate ($50.00 per day in 1987). The second type is 
the "lodging plus rate" which applies when travel is performed in over 
400 selected cities. For these cities, per diem is broken into two categories, 
"lodging" and "meals and incidental expenses". Lodging rates range to a 
maximum of $93.00 and require receipts. Meals and incidental expenses 
are just two rates, $25.00 and $33.00. They are fixed and do not require re-
ceipts. For the day of departure and day ofreturn, the rate is paid at 50% 
of the applicable rate for meals and incidental expenses. For detailed 
guidance on travel procedures, refer to NAVPGSCOLINST 4650.4A or 




Changes to travel orders while on a trip may be made in exceptional cases 
but should have prior approval from your Department Chairman and 
other approving officials at NPS prior to making changes that will result 
in additional costs for which you expect to be reimbursed. Call your De· 
partment Chairman prior to making such changes while on a trip. 
TRAVEL TO HAWAII 
Travel to the State of Hawaii generally follows domestic travel procedures, except that some 
additional requirements must be satisfied prior to the authorization of the travel orders. The 
Commander in Chief of U.S. Forces in the Pacific (CINCPAC) requires prior notification of 
all travelers who will visit military commands and activities in Hawaii. This provides a 
degree of control over the numbers and types of visits which impact on the personnel t;tnd 
facilities under his cognizance. An AREA CLEARANCE REQUEST must be submitted at 
least ten days prior to commencement of travel. This request is sent by Na val Message, which 
is basically a strictly formatted telegram that is transmitted electronically to the receiving 
activity. Specific guidance on preparing this message can be found in a ChiefofNaval Opera· 
tions instruction (OPNAVINST 4650.11) and in the U.S. Naval Telecommunication Center 
Message Drafter's Guide. You should consult with the Administrative Officer for Programs 
(Code 0304) before drafting the request . 
Visitors to Hawaii who will not visit military facilities nor talk to DOD uniformed or civilian 
personnel DO NOT NEED AN AREA CLEARANCE. If you are dealing only with civilian 
educators and/or business personnel you may conduct your business without notification of 










Foreign travel generally follows all the domestic travel procedures, ex-
cept that the following additional requirements must be satisfied prior to 
the authorization of travel orders: 1) If funded by an external sponsor, ) 
the research sponsor must approve the specified travel (either by approv-
ing the travel <tn the proposal's budget page or by letter), 2) you must 
obtain necessary Area/ Embassy Clearances at least 30 days before your -
travel begins. Depending on the foreign area to be traveled to, prior notifi· 
cation of, or concurrence from, the Assistant Secretary of Defense (Inter-
national Security Affairs) [ASD (ISA)J and State Department may have 
to be completed before the Area/ Embassy Clearances can be obtained. 
Area/ Embassy Clearance Requests are to be prepared by the originator 
(professor) according to the latest versions of (1) OPNAVINST 4650.11 
(currently 4650.llD) and (2) U.S. Naval Telecommunication Center 
Message Drafter's Guide. It is recommended that you consult with the 
Administrative Officer for Programs (Code 03b4) before drafting the re-
quests. It will then be routed through the Department Chairman, RAO, 
Division Dean, Security Manager (as required), Admi~istrative Officer 
for Programs, Assistant Director of Programs and Provost, to the Re-
leaser who is the Executive Assistant to the Superintendent. Include 
Comptroller (Code 002) on the distribution section of the message for in-
formation. These requests MUST be forwarded to the approving activity 
no later than 30 days prior to the initial date of travel. The clearance re-
quest may be initiated before the travel plan is finalized to ensure that 
this 30-day requirement is met. Clearance requests may be forwarded 
even though the complete schedule of visits is not known. An update can 
be forwarded later. If this is to be the case so state it in the first request. 
The main point is to get the request in on time. Exceptions to this require-
ment are very difficult to obtain. 
In the event this time requirement cannot be met, section (F) of the re- 1 ) 
quest must contain a statement of justification explaining why advance J 
notification could not be given. In addition, a separate memorandum con-
taining reasons for the late submission must accompany the clearance 
request. Originator should address this memo to the releaser(Exec. Asst. 
to the Superintendent) via the routing list. It is the individual traveler's 
responsibility to ensure that all requirements for travel have been met 
prior to planned departure. A sample format and example for Area/ 
Embassy Clearance requests are provided in the Memo from Administra-
tive Officer for Programs to Distribution, NC4(0304) 9 May 1986. 
ASD (ISA) notification and/ or prior concurrence is required for all coun-
tries identified as "Special Areas" listed in OPNA VINST 4650.llD. See 
your Department Secretary for this. When prior concurrence is required 
from ASD (ISA), the request will be submitted in triplicate as an un-
marked enclosure to a transmittal letter to the Chief ofN a val Operations 
(0P-09B2T}. All requests will be forwarded to arrive no laterthan50 days 
prior to date of departure. Prior concurrence is required in addition to the 
clearance requirements of the individual country(ies) visited, regardless 
of the purpose of the trip. Late requests may be transmitted electronically 
or hand-carried and must include a statement in justification oflate sub-
mission. Travel in "Special Area" countries may not be undertaken with-
out notification of, or prior concurrence from, ASD (ISA), and Area/ 
Embassy Clearance. When official travel requires that notification be 
submitted to ASD (ISA), SECDEF and CNC> will be included as informa-
tion addressees on Area/Embassy requests. Formats and examples of 
ASD (ISA) concurrence requests and notifications are also provided in 










Do not let the ASD (ISA) prior concurrence requirement delay the Area/ 
Embassy Clearance requests. If the ASD (ISA) prior concurrence has not 
been received while the 30-day lead-time for clearance request is ap· 
proaching, you should initiate the clearance request and indicate that 
ASD (ISA) prior concurrence is pending. 
Foreign travel requires that the passenger reservation request be ap· 
proved by NSC Oakland for the use of military transportation, special 
Category Z airfare, or other commercial airfares. Thus PSD Travel may 
require more time to process your travel request. The traveler is also re-
sponsible for.obtaining passport and visas for entering foreign countries . 
No-fee (official) passports and visas may be applied for through PSD-
Travel, but a considerable amount oflead time is usually required if you 
want to apply for them (perhaps five to six months). In general, all travel 
must be done on U.S. flag carriers, if available. Upon completion oftrav· 
el, lodging receipts are not required but it shquld be indicated in the travel 
voucher whether commercial lodging was used at the travel destination. 
The Public Affairs Office (PAO) corresponds to the public relations office of other organiza· 
tions. PAO will assist faculty members in publicizing newsworthy events (awards, confer· 
ences, etc.); publishes the Superintendent's Annual Report and The Navy on the Monterey 
Peninsula base guide; arranges campus tours, and serves as the School's historian, and pub· 
lishes the base newspaper. 
Faculty members are invited to participate in the NPS Speakers Bureau Program which ar· 
ranges for faculty and staff members to speak before civic clubs and other off-campus groups. 
For further specifics concerning public affairs, see NA VPGSCOLINST 5720.2A or call PAO, 
ext 2023. 





The Naval Postgraduate School Supply Department's Control Division 
is primarily responsible for the procurement of all supplies and services 
used at NPS. The personnel in the Control Division are the only people at 
NPS who can legally obligate the government to pay for supplies and 
services. 
THIS MEANS THAT A FACULTY MEMBER CANNOT PURCHASE 
MATERIALS FROM HIS PERSONAL FUNDS AND EXPECT TO BE 
REIMBURSED LATER. IN FACT, A PROFESSOR CANNOT COM-
MIT NPS TO ANY FINANCIAL OBLIGATIONS; E.G., GIVING VER-
BAL APPROVAL FOR REPAIRS OF EQUIPMENT, OR IMPLY PAY-
MENT OF ANY SERVICES REGARDLESS OF THE FUNDING 
SOURCE. ALL PROCUREMENTS FOR MATERIALS AND SER-
VICES MUST BE MADE THROUGH APPROPRIATE PROCE-
DURES. ALWAYS INITIATE REQUESTS FOR PURCHASES WITH 
YOUR DEPARTMENT SECRETARY. 
Procedures for requesting purchase of supplies and services can be found 
in the Supply Department Customer Service Manual. Any departures 
from the procedures stated therein which result in supplies or services 
being delivered to NPS and a vendor expecting payment for such supplies 
or services will cause what is known as an "unauthorized commitment". 
The person responsible for causing an unauthorized commitment can be 
held personally liable for the cost of the supplies or services provided. In 
summary, never promise a vendor you will buy something from them (in-
cluding page charges in journals), or ask a vendor to send something to 
you, or call a vendor and ask him/her to change an order which Supply 
has placed. Always let the Supply Department handle these matters. 
If you have any questions which are not answered in the Supply Department Customer Ser-
vices Manual, please contact either the Purchase Branch Supervisor or the Issue Control 
Supervisor. Their phone numbers, as well as those for the Control Division Officer and the 
Supply Officer, can be found in the NPS telephone directory under "Supply Department". 
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SECTION 7: FACULTY BENEFITS AND AWARDS 





Permanent faculty members are eligible for retirement, life insurance 
and health benefits (medical insurance) coverage that is available to all 
permanent Federal employees. All of these benefits require employee 
contributions. All new employees appointed after 1January1984 with no 
prior Federal service (regardless of military service), will be subject to 
retirement deductions for the Federal Employees Retirement System 
(FERS). FERS is a three-tiered retirement plan that includes: (1) Social 
Security as the major portion of the annuity; (2) FERS, a supplement; 
and (3) a thrift savings plan. For specific information regarding FERS, 
consult the FERS Handbook available at the Civilian Personnel Office. 
Employees hired prior to 1January1984 are covered under the Civil Ser· 
vice Retirement System entirely and contribute seven percent of their 
salary into the System. There is a third retirement system for employees 
who were previously employed, returned after 1January1984 and had a 
break in service over 365 days. These employees are currently in a CSRS 
Offset group and are paying 5.7% into Social Security and 1.3% into 
CSRS. During the period July-December 1987, these employees must 
make an irrevocable decision to either transfer into the FERS or stay in 
the Offset group, provided they have a total of five years of civilian ser-
vice (not military) as of 31 December 1986. 
Temporary employees, which include adjunct faculty, are eligible for 
civil service benefits only if they come to the School from permanent 
Federal employment without a break in service. Adjunct faculty who 3 
need group insurance coverage may find it available through member· 
ship in organizations such as the Operations Research Society or Action 
for Independent Maturity. The Civilian Personnel Office does not keep 
information on non-federal group insurance companies. Regular reading 
of the base newspaper, the QUARTERDECK, will keep you informed of 
most benefit changes, open season for insurance enrollment, training 
opportunities and civilian personnel policy and procedures. 
The Employee Services Staff in the Civilian Personnel Office maintains 
information on all civil service benefits. Questions concerning social 
security or medicare coverage should be referred to the Social Security 
Administration (listed in the Pacific Telephone directory's white pages). 
Questions about the Federal Employees Workers' Compensation Pro· 
gram, which covers occupational illnesses and traumaticinjuries, should 
also be directed to the Employee Services Staff in the Civilian Personnel 
Office. 
Most necessary information is given during in-processing of new employ-
ees. Health benefits open season anno\.lncements are made through the 
QUARTERDECK and other means. Faculty members should be aware 
of the following for reference: Federr.l Personnel Manual (FPM) Chap· 
ters 451 (Incentive Awards); 792 (Federal Employees Health and Coun· 
seling Programs); 810 (Workers' Compensation); 831 (Retirement); 870 ) 
(Life Insurance); 890 (Health Insul'ance); and other related issuances. 
The FPM is available for review in the Civilian Personnel Office. 
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7.2 MILITARY FACULTY 
0 ACHIEVEMENT/ 
RECOGNITION 
Military faculty retain the full privileges and benefits of their rank while 
serving at NPS and receive standard competitive fitness (efficiency, etc.) 
reports in which professional performances as both officers and academi· 
ciaos are measured. Faculty awards as well as the range of academic 







7.3 DISTINGUISHED PROFESSOR 
7.4 
The NPS Distinguished Professor Award recognizes Professors who have distinguished 
themselves through outstanding teaching, research, and professional service. 
This award is administered by a committee appointed by the Provost, together with the Pro· 
vost. Nominations can be submitted to the committee at any time, accompanied by appro-
priate documentation. Awards are made at the June Graduation. Recipients of the award 
bear the title Distinguished Professor. 
EXCELLENCE IN TEACHING 
The "Rear Admiral John J . Schieffelin Award for Excellence in Teaching" is presented an· 
nually at the June graduation exercises. The recipient is carefully selected by means of a bal · 
loting process of "on board" students and recent alumni. In addition to a substantial mone-
tary prize, the recipient's name is added to those of previous winners on a plaque displayed 
with a Gordon Newell sculpture at the south entrance way to the Dudley Knox Library, and to 
the framed certificate hanging in the Provost's office. 
The selection process is supervised by a committee of faculty members (including a mem her of 
the Faculty Scholarship Committee) appointed by the Provost. 
The selection committee archives reside in the possession of the Committee Chairman who 
has a description of the selection procedure. 
7.5 SIGMI XI CARL E. MENNEKEN AW ARD 
In 1963, the local chapter of Sigma Xi established an annual research award which is confer-
red by the Chapter on a member of the Naval Postgraduate School staff or student body in 
recognition of distinguished research contributions made by this member. In 1975, the name 
of the award was changed to Carl E. Menneken Research Award in memory of Distinguished 
Professor Carl E. Menneken, Dean of Research Administration (1962-1972). 
The award has usually been a plaque bearing the name and symbols of the Society and the 
name of the recipient. It is presented at an initiation and awards meeting. A commemorative 
plaque listing past awardees is on display in the Dudley Knox Library. 
All members of the Faculty and Staff are invited to submit riominations for this award direct-
ly to the local chapter President of Sigma Xi. 
0 
Nominations can be submitted at any time, most usual~y during the Spring Quarter. The 
nominations must be supported by a copy of one to three papers or theses published or submit-
ted not more than five years ago, and a write-up outlinin:{ theimportanceofthecontribution. 
The decision as to the recipient of this award is made hy the anonymous Research Awards 
Committee. 
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SECTION 8: POLICY AND PROCEDURES 
FOR SELECTED FUNCTIONS 
8.1 ACCEPTING "NO COST" EQUIPMENT 
The Federal Government does not allow its agencit•s to accept gifts from the private sc<:tor: 
however, there arc times when academic institutions can benefit from equipment that he· 
comes available at no cost. Under these circumstanct•s such gifts can he received hy the NPS 
Foundation and passed to the School for its use under a hnilment agreement. For further in· 
formation contact the Executive Assistant to the Superintendent (Code 007) who serves as 
Secretary of the NPS Foundation. 
8.2 CONSULTING 
Members of the NPS Faculty are permitted to consult, up to one day per week on average, in 
addition to their regular duties, for their professional development. However, they must be 
careful to avoid conflicts of interest with their privileJ.{ed position and knowledge of DoD mat-
ters. Accordingly, NPS facilities and equipment cannot be used for consultation activities. 
This includes the use of secretarial services and computers. 
Faculty members are required to make formal record of proposed consultation arrangements 
which involve remuneration with the Provost, via theappropriatedepartmentchairman and 
division dean. 
The NPS Faculty Manual outlines the School's policy on consulting. 
8.3 GRATUITIES 
All Federal employees are governed by the Standards of Conduct, published regularly in the 
QUARTERDECK. In general, gratuities may not be accepted if they arise from the conductor 
prospect of Federal business; erring on the side of caution is advisable, since there are too 
) 
many possible configurations to cover in this space. Advice on specifics can be obtained from 
Department Chairmen, the Legal Office, or (for travel-related items) the Personnel Support -3 
Detach men t. Very often promotional items are offered by airlines, car rental companies and 
the like. These may range from travel class upgrades to television sets or even cash; they may 
be of much less value, but still tangible. All must be either declined or turned into the appro-
priate office, if accepted. Nothing offered by a current or prospective contractor may be ac-
cepted. Assurance by the offerer that acceptance is permissable does not relieve you of your 
responsibility. For further details see NAVPGSCOLINST 5370.2 on Standards of Conduct. 
Standards of Conduct 













HONOHAIUA, INVITATIONAL TRAVEL ORDEHS (ITOs) 
It is the polky of the Naval Postgraduate School to offer a fee for services rendered and re· 
imbursement for expenses to each invited non-Federal guest lecturer or consultant invited to 
participate in Naval Postgraduate School Programs. Military and Federal civilian guest 
lecturers will receive only travel and per diem payments in a ccordance with the Joint Travel 
Regulations. In order to make a payment of a fee and I or travel expenses, one or a combina· 
ti on of the following procedures may be used: ) Honorarium - a procedure for the authori za-
tion of payment of a fee for service rendered by the lecturer or consultant, or 2) Invitational 
Travel Order - a procedure for the authorization and payment of travel expenses paid in ac• 
cordance with JTR. With the ITO, a Government Transportation Hequest will be utilized 
where practical and payment for per diem and expenses will be in accordance with JTR. 
The Provost will set and review annually the fees paid to guest lecturers / consultants. Fees 
paid under an Honorarium will range up to $~J50 per day depending upon the stature and repu-
tntion in their field of expertise. Fees above $250 per day require the concurrence of the Divi-
sion Dean or Resource Manager as appropriate. The Superintendent may authorize fees in 
excess of $350 per day, for instance in connection with a Superintendent's Guest Lecturer or 
other occasions as warranted. No i ndi vi dual will commit a fee or expenses to a guest lecturer/ 
consultant without prior authorization, in each case, from a member of the staff having con· 
trol of funds for this purpose. 
Requests for an Honorarium will be authorized and submitted to the Comptroller on Form 
NA VPGSCOLINST 7200.1 E, Encl. 1, at least one week prior to the date the services are to be 
performed. An ITO (Form NAVSO 46;)0/10) will be forwarded to the Superintendent via the 
Chairman and the Comptroller at least two weeks prior to the beginning of travel. Refer to 
NA VPGSCOLINST 7200.1 E for further information. 
INVITING PEOPLE TO NPS 
NPS is "open to the public" so to speak and visits to NPS by professional colleagues arc en· 
couraged provided they are handled properly. Invitations to civilians to visit NP8 and per-
form any service that might imply financial assistance should be made only with prior ap-
proval of a department chairman or a resource manager; i.e., a person in charge of the funds 
that will he used to pay for the services performed. Full approval through all steps in the ad-
ministrative chain is required before the service is performed. 
Only the Superintendent can grant approval for groups to use NPS facilities. 
Faculty should make invitations to high ranking Do D and military officials to visi.t NPS only 
with prior knowledge and approval of the appropriate Department Chairman, Division I lean, 
Provost or other appropriate NPS administrator. Technical discussions with the visitors 
must be conducted at the unclassified, public domain level. 
Visits to NPS by citizens of communist countries require prior approval from higher au tho· 
rity. INFORMAL INVITATION BY FACULTY MEMBERS IS NOT AUTHORIZED. Refer 
all requests to the Security Manager (Code 043) ext 2450. Visits to NPS by other foreign na-
tionals are authorized after the Security Manager is notified. Consult NAVPGSCOLINST 
5510.2A for proper procedures and forms to be filled out. 
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8.6 MESSAGE SENDING 
Official Naval messages are normally released by authorized military personnel. 
Those so authorized include Curricular Officers. the Director of Programs. the Assistant Dl! 
rector of Programs and the Executive Assistant to the Superintendent. · 
8.7 SECURITY OF CLASSIFIED INFORMATION 
) 
NPS is involved with various aspects ofinformation Security. The intent of this section is n~ I ) 
to address all aspects of the Information Security Program since that would require the dup · 
cation of numerous source documents but rather to guide the faculty member to the sourc ... J 
documents and point out a few salient issues. ~ 
A security clearance is required by individuals prior to working with and having access · 
classified information. A security clearance is not issued to faculty members automaticall 
There must be a bona fide need-to-know before a clearance is issued. The Department Chai 
man will submit a clearance request for department personnel and certify a need-to-know.~ 
clearance is issued when a faculty member teaches a classified course. is involved with cla~ 
sified research or is a regular thesis advisor for classified theses. Clearance and access are nol 
synonymous. Access is based on need-to-know and granted by separate administrative ac 
tion. 
Annual security briefs are conducted for faculty members by departments .. Briefing conte~ 
emphasizes information security protection in the NPS environment. Somepertinentsubjec 
areas of interest include but are not limited to: J 
a. Policy regarding security issues associated with participation in nonfederally sponsore · 
seminars, conferences, and short courses. Faculty who have access to classified informatio . 
and are authorized to attend or participate as instructors, panelists or the like in unclassifie( 
seminars, symposia, or courses of instruction must be cognizant of their responsibilities foj 
the protection of classified information. 
b. Policy governing the review and clearance of all documents prepared for publication or 
public release by the DoD and its personnel. See NAVPGSCOLINST 5600.5 (series). 
c. Policy regarding contacts with citizens of communist controlled countries. The term 
"contact" means any form of encounter, association, or communication with any citizen of a 
communist controlled country, including contacts in person or by radio, telephone, or letter 










d. Policy and regulations governing visits to NPS by citizens of communist controlled coun· 
tries. 
Faculty members who depart on leave without pay, sabbatical, resign or retire must check out 
with the Security Manager. 
One of the key documents that will answer most of the questions regarding information 
Security is NA VPGSCOLINST 5510.2 (series). For additional assistance, the Security Man· 
ager (Code 043) may be consulted at ext 2450 . 
8.8 USE OF NPS FACILITIES 
NPS facilities should be used only for official business. Non-DoD groups and DoD groups ex· 
ternal to NPS that desire to hold meetings at NPS must obtain permission from the Super· 
intendent to do so. The procedures for making such requests are described in written materi· 
als provided by the CE office to department secretaries. All requests made by faculty mem· 
hers should go through the Department Chairman to the Office of Continuing Education 
(Code 011). 
8.9 WASTE, FRAUD AND ABUSE 
The Secretary of Defense has directed all branches of DoD toimplement prqgrams to prevent 
waste, fraud and abuse. The Navy has such a program. 
In general it cites the responsibility of all personnel to use Naval facilities, equipment, and 
materials for purposes within the mission of the commands and not for personal use or bene· 
fit. It is also the responsibility of each employee to be prudent and conservative with respect to 
the selection of materials. Several NPS notices by the Superintendent have been distributed 
that address areas of cost expenditure that pertain to waste, fraud and abuse; e.g., duplicating 
costs, telephone costs, and use of equipment. 
All faculty are strongly encouraged to he prudent with respect to their use of equipment and 
materials at NPS. Any questions or uncertainties should be discussed with your Department 
Chairman. Requests for specific information about waste, fraud and abuse should be readily 
available to all requesting faculty. 
For more information see SECNA VINST 5430.92. 
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8.10 THE HATCH ACT 
The Hatch Act is a Federal statute that restricts political activities of Federal employees. The 
following list of examples is a good set of guidelines for Federal employees. Contact the Civil· 
ian Personnel Office for more details. 
Political Do's & Don'ts For Federal Employees 
Thl' folluwinl! lis t contains examples of both (>Crmiss iblc nnd prohibited (>olitical activities for covl'rl'fl emplo.\'l'Cs. 
With very few cxccptions, all employel~ in thu F.xccutivc Rranch nf thc Federal i.tovernmcnt arc subjL>et to the politi· 
cal activity provisions of the Hutch Act. all outlined below. 
--------Covered Employees-------
• May Tl!J!ister and vow a s they choose 
• May m;sist in voter rl!1dstration drives 
• Muy express opinions ahout candidate:; and issUl'S 
• Muy participate in campaij!ns where nune of the 
cnndidates represent a political party 
• Muy ccmtributl! money to political orj!anizations 
or attlmd puliticnl fund raising functions 
• Muy wear ur dis play political had1tes, buttons or 
stickl'rs 
• Muy attend political rallies and meetini.ts 
• Muy join political clubs or parties 
• Muy sign nominatini.t petitions 
• Muy compaign for or a1tainst referendum 
<1uustion11. constitutional nml.'ndmunts. municipal 
ordinunccs 
• Muy not be t•nndidate:-i fur puh\ic offir e in partisan 
t·lt·ctions 
• Muy not campaign for or ai.tainst a candidate or 
"'la te of candidates in partisan elections 
• Muy not make campaign spe<"ehes or e ngage in 
other campnign activities to c)l•ct partisan 
candiclntcs 
• Muy not collect contributions ur sell ticket!! tu 
political fund rnisini.: functions 
• May not distribute campni1m material in (>artisan 
l.!foctions 
• May not orgnnize or manage political rallies or 
meeting!! 
• Muy not hold officl! in 1mlitical clubs or parties 
• May not circulnll! nominating petition:-; 
• May not work to registl•r voters for one party only 
An ell•ction is partisan if any canclidatt• for an eh•l'ted puhlk 11flic1• is runnini.t us a rcpn•!wnt~ 1tiv1• of a political party 
whose presidt•ntail l"andidutt· rt'l'eivl'cl l'lt•doralles in thl• last prl•siclt•ntail 1•ll•t tion. 
8.11 BEDROCK STANDARDS OF CONDUCT 
To maintain public confidence in the integrity of the Department of the Navy which is es-
sential to the performance of its mission, all naval personnel shall comply with the following 
Standards of Conduct: 
1. Avoid any action, whether or not specifically prohibited, which might result in or 
reasonably be expected to create the appearance of: 
• Using public office for private gain, 
• Giving preferential treatment to any person or entity, 
• Impeding Government efficiency or economy, 
• Losing complete independence or impartiality, 
• Making a Government decision outside official channels, or, 













2. Do not engage in any activity or acquire or retain any financial interest which re· 
suits in a conflict betweenyourprivateinterestand the public interest of the United 
States related to your duties. 
3. Do not engage in any activity that might result in or reasonably be expected to 
create the appearance of'a conflict of interest. 
4. Do not accept gratuities from defense contractors.* 
5. Do not use your official position to influence any person to provide any private 
benefit. 
6. Do not use inside information to further a private gain . 
7. Do not use your rank, title, or position for commercial purposes. 
8. Avoid outside employment or activity that is incompatible with your duties or may 
bring discredit to the Government. 
9. Never take or use Government property or services for other than officially ap· 
proved purposes. 
10. Do not give gifts to your superiors or accept them from your subordinates.* 
11. Conduct no official business with persons whose participation in the transaction 
would be in violation of law. 
12. See ways to promote efficiency and economy in Government operation and public 
confidence in its integrity. 
*Consult paragraph 6 of the SECNAVINST 5370.2H for situations considered to 
fall outside this rule. 
SECTION 9: PAY, PROMOTION, AND TENURE 
NPS Pay, Promotion, and Tenure policies and procedures are discussed in the Faculty Hand-
book. Another part of these policies resides within the annual decisions on allocation of pay 
increments, promotions granted and award of tenure. Each faculty member has his own im· 
pressions about these policies. Each faculty member should discuss his career goal in teach-
ing, research and other professional services with his Department Chairman to help assure 
his efforts are commensurate with the successful career paths at NPS, and each Department 
Chairman should make sure such discussions occur. 
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SECTION 10: HELPFUL HINTS FOR SUCCESS 
! 
AND FAILURE 'J 
DO get to know your students. Th~y are mature adults, highly motivated, and are an excel- ~ 
lent learning resource for you. 
t 
DO develop the spirit that you and your students are on the same team. 
DO seek ways and support for improving your course materials and enhancing the students' ~ 
learning opportunities. 
DO establish your own research goals. 
DO discuss your NPS career plan with your Department Chairrpan. 
DO get involved in teaching and research discussions and projects in departments other than 
your own. 
DO learn how your courses are related to follow·on courses in NPS curricula. 
DO learn what resource materials exist that will help you learn about how to function within 
the DoD environment. 
DO vacate your classroom when teaching in time for the next class to begin on time. 
DO enforce the SECN AV "no smoking" policy in classrooms. 
DO tum your grades in on time. 
DO submit your booklist to your Department Secretary on time. 
DO ask for information, help, or support in any area where you feel you need it. 
DO submit request for payment of page charges before submitting an article to a journal that 
requires page charges for accepted articles. 
DO call the Supply Department if you ever have questions or problems dealing with the pro-
curement of supplies or services. 
DO develop your own physical fitness program -- and enjoy physical competition with stu-
dents and faculty. 
"DO good work" but take time to enjoy. 
DON'T buy something expecting to be reimbursed for it. 
DON'T tell a vendor to change an order or do additional work. 
0 
~DON'T tell a vendor/ supplier you are going to purchase something from them. 
DON'T ever obligate the government's funds. Instead submit the proper form to request ex-














1. OPNAVNOTE 1520 (issued annually). 
2. CNO policy statement on Graduate Education. 
3. Faculty Handbook 
4. NPS Catalog. 
5. NPS Catalog of Self-Study Courses. 
6. NPS Annual Report. 
7. Academic Council Policy Manual. 
8. NAVPGSCOLINST. 5400.29 Organization and Regulation Manual (selected sections). 
9. NA VPGSCOLINST 5370.2 Standards of Conduct. 



























TABLE OF DEANS, DIRECTORS AND DEPARTMENT CHAIRMEN 
Academic Dean/ Provost 
Director of Continuing Education 
Director of Research Administration 
Director of Academic Planning 
Dean of Academic Administration 
Director of Programs 
Dean of Information and Policy Sciences 
Chairman, Department of Computer Science 
Chairman, Department of Mathematics 
Chairman, Department of Administrative Sciences 
Chairman, Department of Operations Research 
Chairman, Department of National Security Affairs 
Dean of Science and Engineering 
Chairman, Department of Physics 
Chairman, Department of Electrical & 
Computer Engineering 
Chairman, Department of Meteorology 
Director of Defense Resource Management 
Education Center 
Chairman, Department of Aeronautical Engineering 
Chairman, Department of Oceanography 
Chairman, Department of Mechanical Engineering 
Chairman, ASW Academic Group 
Chairman, Space Systems Academic Group 
Chairman, Electronic Warfare Academic Group 























































0 TABLE OF CURRICULAR OFFICERS 
Code *Curricular Officer Ext Room 
"" 30 CDR Halwachs 2786 Ro-232 
·, Ops. Analysis 
"" 31 CDR Bettinger 2491 Ha-133 
Aero Engineering 
32 CDR Donnelly 2056 Sp-404 
Elec. & Communications 
33 CDR Kilmer 2116 Sp-328 
Weapons Engineering 
3A CDR Kimball 2135 Sp-304 
Antisubmarine Warfare 
34 CDR Mahoney 2033 Ha-220 
Na val Engineering 
35 CAPT Roberts 2044 Ro-216 
Air-Ocean Sciences 
36 CDR Jackson 2536 In-220 
Admin. Sciences 
0 . 37 CDR Branson 2174 Sp-401 Computer Technology 
38 CAPT Mueller 2228 Ro-216 
National Security & 
Intelligence 
39 LCOL Crumback, USAF 2772 Sp-205A 
Command, Control & 
Communications 
•As officers usually rotate every 2·3 years, those listed above are incumbents 







TABLE OF ACADEMIC ASSOCIATES 
CURRICULAR •ACADEMIC ~J 
PROGRAM NUMBER ASSOCIATE DEPT 
-
•• 
Computer Science 368 Kodres, U. 52 
Material Movement, 
Transportation 813,814 McMasters. A. 54 < 
Acquis & Contract Mgmt 815 Lamm, D. 54 
Management Sciences (USMC), 
(USCG), (USA), Allied Officers 817 Euske, K. 54 
Management Sciences (ARMY) 817 Thomas, G. 54 
Management Sciences (INT'L) 817 Evered, R. 54 
Systems Inventory, Material 
Management 819,827 McMasters, A. 54 
Telecommunications 620 Boger, D. 54 
Joint C3, Space Sys Oper 365,366 Boger, D. 54 
Financial Management 837 McCaffery, J. 54 
Manpower, Personnel Training 
Analysis 847 Mehay, S. 54 
Computer Systems 367 Dolk, D. 54 
Operations Analysis 360 Esary, J. 55 e Operations Logistics 361 55 
NSA Area Specialty 681 Magnus, R. 56 
NSA Area Specialty 682 Olsen, E. fi6 
NSA Area Specialty 683 Stolfi, R. ;16 
NSA Area Specialty 685 Bruneau, T. 56 
NSA Functional Specialty 684,687 Teti, F. 56 
Intelligence 825 Armstead, R. (61)56 
Antisub Warfare Sys Tech 525,53X Sanders, J. 61 
Elec Warfare Sys Tech 595,596 Cooper, A. (61 )7:l . 
Elex Comm 590/ 600 Moose, P. 62 
Space Systems Engineer 591 Panholzer, R. 62 
Meteor, Air-Ocean (1 /2) 373,373/ 37 4 Haney, R. 6:~ 
AE Eng. & AE Avionics 610,611 Bell, R. 67 
Oceanography, Hydrographics 440,441 
Sciences, Air-Ocean Sciences 373/ 374 Vor. Schwind, J. 68 ~ 








TABLE OF CURRICULAR PROGRAMS AND SPONSORS 
USN NPS 
* APC Subspecialty Organizational 






)II Management) ....... . ... ... . ..... . ... . 813 3 4 5 1304P 36 NAVSUP (Transportation Management) . .. . . . .... 814 3 4 5 XX35P 36 CO MSC 
(Acquisition & Contract 
Management) ............. . .. .. . ...... 815 3 4 5 1306P 36 NAVSUP 
(USMC, USCG, USA and 
Allied Officers) . ......... ............. 817 3 4 5 
-
36 
(Systems Inventory Management) ....... 819 3 4 5 1302P 36 NAVSUP 
(Material Logistics Support 
NAVAIR Management) .... . .................... 827 3 4 5 XX32P 36 
(Financial Management) . . ....... . ...... 837 3 4 5 XX3IP :36 OP-92 
(Manpower, Personnel & Training 
Analysis) .. . . . .... . .. . . .. .. . ... . .. . ... 84 7 3 4 5 XX:l3P :36 OP·ll 
Aeronautical Engineering ... .... . .. . . .. . .. 610 3 2 3 XX71P :H NAVAIR 
Aeronautical Engineering Avionics ... . . . . 611 3 2 3 XX72P 31 NAVAIR 
Air-Ocean Sciences ......... . ... .... . .... . 373 3 2 3 XX47P ;15 OP-006 
Antisubmarine Warfare . . . . .... . . . . . . . .. . . 525 3 2 :3 XX44P :~A OP-951 
Command, Control and 
Communications (C3) ... . . . .. .. ... . .. ... 365 3 2 5 XX45P :m JCSIC3 
Communications Engineering .. . . ... . . . .. . 600 3 2 3 XXRlP :32 OP-941 
Computer Science ....... . .. . .. ...... . . . .. . 368 3 2 5 XX91P :n OP-94il 
Computer Systems Management .. .. ...... 367 3 a 5 XX95P :n OP-945 0 El~~~~~!f o::~~~~~ .~y~~".'.~ ..... .......... 595 a 2 5 XX46P :JA OP-956 
Electronic Warfare (International) ....... ,. 596 3 2 3 ........ :JA OP-956 
Electronic Systems Engineering ........... 590 3 2 3 XXn5P :32 SPAW AR 





Intelligence .. ....... . .. ...... ............. 82n 3 :~ 4 XX17P :38 NAVINTCOM 
Meteorology . .. ..... . . ......... ........... 372 3 2 ;3 
-
:1;; OP-006 
National Security Affairs 
(Middle East, Africa, South Asia) .... . .. 681 3 6 f) XX21P :JR OP-06 
(Far East, Southeast Asia, Pacific) ...... 682 3 6 5 XX22P :18 OP-06 
. (Europe, USSR) . . ... . .. . . . . .... . ...... . . 68:1 
(International Organizations 
3 6 5 XX24P :18 OP-06 
& Negotiations) .. ...... ....... ... ... .. 684 3 6 fi XX2:1P :m OP-06 
(Western Hemisphere) ....... ...... . . . .. . 685 3 6 5 xx2:3p :JR OP-06 
(Strategic Planning) .. . .. .. .. ...... ... . . 687 3 :3 5 XX27P :JR OP-06 
Naval Engineering .. . ... . . .. .. . . ...... .. . 570 3 2 :J XXMP ;14 NAVSEA 
Nuclear Physics 
(Weapons and Effects) . ..... ............ 532 3 2 3 XX67P :J:3 OP-~>H 1 
Oceanography .. .. ....... . ... . . ........... 440 3 2 :l 
-
:1;; OP-006 
Operational Logistics . . ...... .. . .......... 361 3 2 4 XX4:3P :m OP-04 
Operational Oceanography . ... . ........... 374 3 2 ;3 XX49P ;J;) dP.OOf1 
Operations Analysis . ... . .. . ... . ... ; ...... 360 :J 2 4 XX42P :m OP·Hl 
Spiice Systems Engineering . .............. 591 3 2 3 XX77P :J2 OP·H·t:~ 
Space Systems Operations ................ 36(; 3 2 4 XX76P :m OP-B4:J 
.. 
Telecommunications Systems 
Management .. .. .. ... .. ... . . .. .. .... . . . 620 a a 5 XX8:!P :12 OP-H4 1 
"· Underwater Acoustics . . . ...... ... . ... .. . .. 5:15 a 2 a XXMf :Ja NAVSEA & SPA-
" 
WAR 
Weapons Systems Engineering ........ .. . . 530 3 2 3 XX61P :J;J NAVSF:A C.v Weapons Systems Science . . ... . ..... ...... 5;31 3 2 :J XXO:lP ;J;J NAVSEA 












and Diplomacy (MBA) 
International Relations 




Military Justice (ADV) 
Naval ConsL & Engrg. 
Nuclear Effects (Phys) 










Supply Aquie/ Distrib Mgmt 
Tax Law 
APPENDIX F 
TABLE OF CIVILIAN INSTITUTION PROGRAMS ) 
NUMBER LENGTH 
382 2 yrs. 
884 9-12 mos. 
867 12·18 mos. 
880 9·12 mos. 
47X 9-24 mos. 
885 9·12 mos. 
887 9-12 mos. 
688 12-24 mos. 
689 12 mos. 
990 12 mos. 
886 9-12 mos. 
700 15 mos. 
881 9·12 mos. 
510 2-3 yrs. 
521 18 mos. 
520 18-24 mos. 
472 12-18 mos. 
883 9-12 mos. 
375 27 mos. 
630 12·24 moe. 
811 16 mos. 
920 9·15 moe. 
97X 9mo•. 
830 1 yr. 
860 15-21 mos. 
810 12·18 mos. 





Various ....................... NAVSEASYSCOM ., 
Various . ....... .. . ... .... . ...... .. . .......... JAG ~ 
Various .. .......... ....... ......... ........ CNET 
Various . . .................. . ........... .. .... JAG 
Various ........ . .. ......•... .. NA VFACENGCOM 
Various ... .............. . ............. . .... . . JAG 
George Wash. Univ ..... .... . ....... .......... JAG 
Harvard ....... . . . ...... ........ ... .. CNO • OP06 
Various ...... . .. . . ... .. ........ ...... CNO · OP06 
Defense In tell. Sch . . ........ ... .. .. NAVINTCOM 
Various ..... ..........•.... . ................. JAG 
Air Force lnsL of 
Technology ... ...... ............. COMNAVAIR 
Army (JAG School) ... . . . ... . . . . .. ..•.... . • . . JAG 
M.l.T ...•. • .........••. . .•.• ... NAVSEASYSCOM 
Air Force Inst. of 
Technology .•.......•.•... • . .. . . CNO · OP981 N 
M.l.T ........... . . . .. . .•• ..... . NAVSEASYSCOM 
Various .•.•... . . . .• . . • •••••• •. NAVFACENGCOM 
Various .... ...... . . •.••.. ..... .......•.••.• .. JAG 
M.I.T ................................ CNO • OP.006 
Various ........ ............ ... NAVFACENGCOM 
U. of Kansas •.. .•.•. •.•• ••..• . NAVSUPSYSCOM 
Various ............. . ...... ............. CHINFO 
Various .. ...... ... ..... ................. CHCHAP 
Michigan St .......••.•....•... NAVSUPSYSCOM 
Michigan St •.............•.•.. NAVSUPSYSCOM 
Various •..... .• . .•...... . . . ... NAVSUPSYSCOM 















ACADEMIC PROFILE CODE 
One of the key selection criteria in the Navy's postgraduate selection process is prior 
college performance. One indicator of academic performance is the Academic Profile 
Code (APC) which is a three-digit code that reflects an individual'scumulativequal· 
ity point rating (QPR) as well as specific mathematical and scientific qualifications. 
NPS computes an APC for nearly every Naval officer within two years of his entry 
into the Navy. This APC system is .briefly summarized below. 
The first digit (QPR Code) is based on the grade point average of all previous col· 
lege courses. If an academic institution drops all hut the final grade/ credits for re· 
peated courses in calculating QPR, NPS adds these figures back to determine QPR 
for APC purposes. To qualify for a QPR Code of 0, 1, 2, or a, etc., QPR must reflect a 
minimum of 80 semester hours (120 quarter hours) of graded instruction. PASS/ 
FAIL: SAT / UNSAT; CREDIT / NO CREDIT grades will not he considered. Credits 
awarded for CLEP, GRE or similar will not be considered in arriving at the QPR 
Code. 
Code QPR Range Code QPR Range 
0 3.60- 4.00 a 2.20 - 2.iJ9 
1 3.20- a.59 4 um - 2.1H 
2 2.60- :J.19 5 0 - l.8H 
The second digit (Mathematics Code) is based on performanct• in calculus prepara· 










Significant post-calculus math with B or better averagt•. 
Calculus sequence completed with B+ or better averugt•. 
Calculus sequence completed with average between C+ and H. 
I calculus course with C or better i..rrade. 
2 or more pre-calculus courses with Hor better average. 
At least one pre-calculus course with C or bettt•r grade. 
No college-level math with C or better grade. 
47 
The third digit (calculus-based physics and engineering) is based on the fol1owing 
criteria: 
Code Meaning 
O* Significant upper division technical courses with B+ or better average. 
l * Significant upper division technical courses with average between C+ and 
B. 
2 Completed calculus-llased physics sequence (mechanics and electricity) 
with B+ or better average. 
3 Completed calculus-based physics sequence with average between C+ and 
B. 
4 One calculus-based physics course with C or better grade. 
5 No pertinent technical courses. 
*Pertinent technical courses are limited to electrical engineering, mechanical en-
gineering, aeronautical engineering and physics. For officers with 51XX designa· 
tor this list also includes chemical engineering, systems engineering, architectur· 
al engineering, civil engineering and building construction. 
For example, a code of 221 indicates a total grade average for college courses in the 
interval 2.60 - 3.19; completion of calculus sequence with a C+ average; and an en-




















Academic Associates, 4, 44 
Academic Council, 4 
Accepting Equipment, 34 
Air Force, organization chart, 12 
APC Code, 47 
Army, organization chart, 11 
Board of Advisors, 1 
Bookstore, 24 
Chief of Naval Operations, 7, 10 
Civil Service Benefits, 32 
Civilian Personnel Office, 24 
Classes, 17 
Computer Center, 25 
Consulting, 34 
Continuing Education, 16 
Course Syllabi, 18 
Curricula Programs, 14, 45 
Curricular Officers, 4, 43 
Deans, 3, 42 
Department Chairmen, 42 
Dining Facilities, 24 
Director of Programs, 3 
DoD Organizations, 7-12 
Educational Media Dept., 26 
Faculty, 5 
Faculty Awards, 33 





Hiring ,Personnel, 25 
Honoraria, 35 
Honor Code, 19 





Mission Statement, 14 
Name Tags, 24 
Navy, organization chart, 9, 10 
Obligating Funds, 31 
Organization of NPS, 1·2 
Pay, Promotion, Tenure, :39 
Per Diem, 29 
Professional Development, 20 




Section Leader, 17 
Security, 36 
Self-Study Courses, 20 
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